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Private and confidential

Ladies and Gentlemen:

We have been given your name by company name, place as a reference. We have been supplying 
this company on the basis of cash against documents for two years and they now wish to be granted 
open credit with a quarterly credit line of number euros.

That is why we would very much appreciate it if could provide us with any information you may have 
on this company’s general financial position and creditworthiness. We are particularly interested in 
learning about your experience with this firm, not least as regards their payment record. Please also 
indicate the volume of your business dealings with them and your opinion on the reputation and 
performance of the firm’s management.

Do you think that it would be advisable to grant them the terms of payment and the credit line requested?

We would also be grateful for any other relevant details you could supply.

We assure you that any information given will be treated as strictly confidential and that you will not 
be held responsible for it.

Many thanks for your help. We shall be pleased to return the favour at any time should the occasion 
arise.

Very truly yours,
company
name
department
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